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Changing vour Password

Capital HR requires that each user change their password every 90 days. Additionally, if a user does
not log in within 90 days, thetr UserID becomes locked. If you forget your UsetID/password, ot
your account becomes locked, contact your Capital HR Security Administrator. The following
screen prints and instructions will assist you with changing your password.

Step 1: Logging into Capital HR
Log into Capital HR with the Userld and passwotd you have been provided.
Step 2: Navigating to Change Password
Click on Change My Password in the Menu to the left of your screen
Step 3: Changing Your Password
Enter your Current Password, New Password, and Confirm Your New Password.

Note: Your password must be at least 8 characters in length and contain 1 special character
and at least one number.

Change Password

User ID; RIGGSNA
Description: NATANYA RIGGS

‘Curraan ¥ &

‘Hew Paseword

‘Contim Passvord

Change Password |

Once you have finished enteting your new password and confirming it, Click Change
Password and you will see this message.

Password Saved

V’ Your password has successfilly beeh changed.

ok ]

You can now click Home at the top of the screen to return to the CHR Home Page.

May 2007 Changing Your Password 1 - 1
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Creating a Recruit Action (Requisition)

A recruit should be submitted any time that you need to fill ANY position (including an Emergency
Hire, 30/60 day).

Step 1: Navigate to the Job Opening page

Path to create a new recruit:
Recruiting > Create New Job Opening

Step 2: Complete the Opening Information “block>

Job Opening Type: Defaults to Standard Requisition
Rectruit Requestor: Defaults to your name as the requestor of the recruit
Date Opened: Defaults to today’s date
Target Openings: Defaults to 1, you can change this if you need to recruit for more than
one position with the same title, seties, and grade(s).
Business Unit: Defaults to IHS00, do not change this
Position Number: Enter the 8 digit position number for the position that is to be filled. If
you do not know the position number, please see Appendix A.
Note: If this is a brand new position that doesn’t have a Position Number you can
leave this field blank.
Job Code: This should default from the position data (after you enter the Position Number)
Company: This should default from the position data {after you enter the Position
Number)
Department: This should default from the position data (after you enter the Position
Number)
Location: This should default from the position data (after you enter the Position
Number). If you don’t populate the Position Number you MUST entet the Location code.

If you would like to add additional locations for recruitment click on Add Additional Locations
Use the & feature to locate the location that you’d like to add.

Status code: Defaults to 005 Draft; the status will automatically change to 006 Pending
Approval after you click Save and Submit. Once the requisition has finished the approvals
process the status will change to ‘Open’.

Desired Start Date: Enter a future date

Recruitment Type: Select Open Competition.

Area of Consideration: Internal ((DHHS or THS wide only); Public (Open to all U.S.
Citizens); Status (Merit Promotion and Excepted Service Examining Plan) Current
permanent federal employees, reinstatement eligibles, Indian preference and those eligible
for special appointing authorities.)

Staffing Specialist: Enter the Staffing Specialist’s Emplld or use the R feature to look up
the name of your servicing Staffing Specialist

Selecting Official: Enter the Selecting Official’s Emplld or use the Q. feature to look up
the name of the Selecting Official
Country: Defaults to USA

May 2007 Requestor Guidance 2 - 1
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Hvgyqd

Click on the &

feature to select

the appropriate *Recrulting Office CROW SERV UNIT

petson from the ————————— N

list provided for ERecruit ist Ruthorizer Prors! ,
b of th Horme By

each of the T — —_—

approving roles. D et

As the Requestor you have three options:
1. You can now click Save and Submit. The action will move forward in the approval process.

2. Hyou still need to complete some detail and wish to save the information you have and
return at a later time you can select Save as Draft. Clicking this button saves the Job
Opening in 005 Draft Status and the action does not move forward.

3. If you have been asked to cancel the recruit action as management has decided to cancel,
you can select Cancel. By selecting the Cancel button you will discard any changes and teset
the job opening status. You will not be able to retrieve the information after you click
cancel.

Note: Only the Recruiting Office and the Recruit Approver are mandatoty fields, however you need
to ensure the action is routed to every workflow user. Contact your HR Regional Center if you
have any questions about your department’s workflow.

After you click the ‘Save and Submit’ button the Recruiting Workflow Monitor will appear
on your screen and show the current status of the recruit.

Recruiting Workflow

Note: If you are also the 1" Authotizer you will be ‘Skipped’ and won’t need to sign off as you have
created the recruitment.

An e-mail will automatically be sent to the first person that needs to approve the recruit action.

May 2007 Requestor Guidance 2 - 4
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After you click either Save and Submit or Save as Draft your Job Opening ID will be
generated. Please note this number, which is located at the top of the page.

Job Opening

Posting Tite: SECRETARY (ob penngi: 'u‘s@
Job Opening Status: 008 Pending Approval e ——C
Position Number: 00165189

Businass Unit 830 Indian Heatth Services

To monitor the status of your requisition please use the How to Find Job Openings
(Requisitions) job aid.

"ﬁ Vo S T ke B AT

Once you are in the requisition you will be able to click on ' to view the curtent status.

May 2007 Requestor Guidance 2 - 5
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Resubmitting a Denied Action

You can use this process to resubmit an action in your Worklist that has been Denied. You can
change data in your recruit to reflect any changes that have taken place since the original submission
of the recruit.

Step 1: Navigate to the Denied Action
Option 1: You will receive an e-mail when an action has been denied. You can click on the
hyperlink in the e-mail you received and log into Capital HR. You will need your login ID
and password.
Option 2: Accessing the action via your worklist. You will need your login ID and
password. When you see the actions in your Workhst click on the Link and the system will
bring you into the action to review it.

Step 2: Review ‘Denied’ Remarks

18 Jink.

Click on the Bpiitow

gw COMMEN!S and review the remarks BEFORE you proceed with resubmitting
the action. Once you click the Resubmit button you will not be able to retrieve this
information.

When you are finished reviewing the comments click Job
Step 3: Verify or Change the Opening Information “block”

Date Opened: This defaults to the original date the action was submitted
Status code: Defaults to 008 Denied, this will automatically change to 006 Pending
Approval after you finish the resubmission process

Remarks: Complete remarks MUST be included or your action may be incomplete and
teturned to you for completion. Please see the section on How to Create a Recruit Action
(Requisition) for a complete list of required remarks.

Employees Being Replaced: Verify or change the employee’s name who is vacating the
position. Enter the last name, first name (with no space between the comma and first

name). You can also use the Q. featute to look up the employee’s name.

If more than one position is being filled you can click on [+] Add Emplayses Being Replaced to
enter additional names of the employee’s who are vacating the positions. If you need to

remove one of the names you can click on the & next to their name.

May 2007 Requestor Guidance 2 - 7
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Step 4: Verify or Change Assignments (who will the action be routed to?)

Recruiting Office: Verify ot change the Administrative Code or SAC for the position
being filled.

Click on the &
feature if you
need to change Recruiting Office lGFFB ) 26 CROW SERV UNIT
any of the e
approving
officials.

zvlee-ﬁirutt 1'5:t fidhorizer

Step 5: Resubmitting the Action
Click on the Approvals link

Click the Resubmit button

After you click the ‘Resubmit’ button the Recruiting Workflow Monitor will appear on your
screen and show the curtent status of the recruit.

Recruiting Workflow

“Not Rutited Do IR (o) Honted

An e-mail will automatically be sent to the first person that needs to approve the recruit action.

May 2007 Requestor Guidance 2 - 8
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Creating a Personnel Action Request (PAR)

A Personnel Action Request (PAR) is a 52 that pertains to an individual already employed by the
agency. Examples of PAR actions would be Promotions, Separations, and Extensions etc.

Step 1: Navigate to the Supervisor Request Page

Path to create a new PAR action:
Wotkforce Administration > Job Information > Supervisor Request USF

Step 2: Find the Employees Record

Enter the Seatch Criteria for the employee that you want to take action on. This could be
EmplID, Last Name, First Name (with no space between the comma and the First Name),

etc.
Click Search

Step 3: Enter PAR Action

Click the on the right hand side of the screen to add a new request

The following fields MUST be entered

Action
Reason Code

Actual Effective Date

Contact Employee 1D (the supervisor’s Emplld)
Par Status will default to REQ
Click on Tracking Data to enter comments

Note: A list of valid action and reason codes are in Appendix B.

Exip: EmplRcd NN 0

. Actual Etfectiva Date: | Proposed Effective Dote: 050812007

Teadrsaction ¥/ ’Sawmm:m n it Ta e oad Date;

§ *actiow: Par Glatus:

| “Rearson Catlo: Coumct Eenpit

S woAceds: | IR

oyt [ R peser ity | Gescr (4 Pt 2 |

Cavthorty @ IR veserge [T peserigpenz T
Process Wonitor FAR Romatks Award Daia

quta Severance Pay

May 2007
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The tracking data page logs who has approved the action and when it was approved. Each
user will receive a comment line by theitr name. The comment box is limited to 80

characters.

THS Manager Job Aids for Capital HR

After you enter your comments, click OK. It will take you back to the data control page of
the action.

Click Save.
Step 4: Route Your PAR Action

This takes you to the Routing page.

Routing Based on: Routs to 15t Review:

Rotde to Rext; DP——
Click the button for a list of those 1o wharn the PAR reguest  shouid be routed,

View Al fi

T2 poooo111 ROTMANALLAN H

. E:poooo132 DIETZCHARLES M |

ﬁ? 00000176 O LEARY JOHN |
I ooooo3ss ARBOOAST CAROL A

"7 poooosva PIKE ALCINE F

Click the Route To button and you will see a list of people that are available fot routing the
action to. The options ate listed 5 at a ime. If the person you ate looking for doesn’t

appeatr
Chick View All and you will see all available options.

Click the box next to the Name of the petson you wish to route the action to. Wait for the
screen to refresh then click OK.

At this point your action has been sent and you can Sign Out of Capital HR.

May 2007 Requestor Guidance 2 - 10
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Accessing Actions

You will receive an e-mail once an action is ready for yout review. As a workflow user you have two
options in how to reach actions for review.

Option 1
You can click on the hypetlink in the e-mail you receive and log into Capital HR. You will need
your login D and password.

Subject: Approval is Requested fot Job Opening (47570) SECRETARY

A Job Opening has been entered which requires your attention.

Job Opening ID: 47570

Posting Title: SECRETARY

To view this Job Opening, visit:

https:/ /boa.cit.nih.gov/psp/chrprd89/EMPLOYEE/HRMS/c/HRS HRPM.HRS JOB
OPENING.GBILAction=U&HRS JOB OPENING ID=47570

Note: The display above is for the training database and is only an example of what an e-mail will
look like for recruit actions

Option 2
Accessing the action via your worklist, you will need your login ID and password.

After logging
into Capital
HR, click on
Worklist: '

You will see the actions in your Worklist: Click on the Link of the action to be reviewed, the system
will bring you into the action to review it.

Recruit Actions will look like this in your Wotklisﬂt: B

r———

hrorkiist

WARYEALDEN.  G5/GT/2007 ApprovabReuling Appicoval Wordiow Markwiorkad |1 Resssion |

Note: You will be able to modify these fields in a recruit action
*  Position Number
* Job Code
*  Remarks
*  Comments (Authorizaton Comments)

PAR actions will look like this in your Worklist (the link will include the name of the employee):

CEHI 2007 HR Wondist HR Raviawsr

| wamvmned 31 Reesegn |
i .

May 2007 15t Authorizer Guidance 3 - 1



JHS Managet Job Aids for Capital HR

1** Authorizing a Recruit Action (Requisition)

Step 1: Review the action

Step 2: Enter any additional comments in the Remarks section. Be sure that you review the
Remarks. You will need to use the scroll bar to be able to read all of the requited remarks.

1. Titie, Series and Grade(s): Entered position

Step 3: Click on Approvals

o - | osenig | 7 ’

Step 4: Click on - Aporave _

Once you approve the action your window will look like this and show the current status of the
recruit action

Recrulting Workflow

Cgystenyat mszoo*r 503 P :
- Requastsr [LANGLASA) ks approver on step number 1, path Bu;zemsur Recruitar, stag;e 1 whi:h hag
| aFapproval disabled {18130, B‘M) .

Note: When you Approve an action an e-mail will automatically be sent to the next person to
approve the action.

To return to your worklist and review more actions, click Worklist at the top of your screen in the
blue menu bar.

May 2007 15t Authorizer Guidance 3 - 2
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Denying a Recruit Action (Requisition)

Step 1: Review the action

Step 2: Click on Approvais

Step 3: Complete the Comments box. This is required to ensure the Requestor knows why the
recruit action is being returned.

Step 4: Click on and the action status should display as such:

Recruiting Workflow

ANN CHURCH
Recruit 2nd Authorizer

waFm e a
? SS2007 - 1:54 AM

HBR%:HAN
fimds aat ava%tahle mease walt uaﬁl 4ih QTR FY&Q ] rasuhmit

Note: When you Deny an action the Requestor receives an e-mail letting them know that it’s been
denied.

To return to your worklist and review mote actions, click Worklist at the top of your screen in the
blue menu bat.

May 2007 15t Authorizer Guidance 3 - 3
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1* Authorizing a PAR Action

Dty Comtrol  {EPErSda)

Empith: EmpiRedNtr:

Actusy Eftactive Date:

. nms&cﬁons.fssq:me:m [:ﬂ Hot Yo Exoaed Dater

‘Aefion: fﬁ@q Promation ParSialus

‘Reason Code: FROIA promation Contact Esplit

NOA Coite:

msmoray (11 | 7R peses (o | | paser(pPatz |

aborty2x | % peser g2y [ ..i BescrinPat2 | }

PAR Renquests; Print $F-52 Prosess Monitgr PAR Rematks  Award Data everants Pay

Feint BE-80. .

Step 1: Review the action
Step 2: Type ‘1°" in the Par Status field
Step 3: If you have comments to add or want to review the routing history click Tracking Data

Note: The Tracking Data page logs who has approved the action and when it was approved.
You can enter comments on this page. Each user will receive a comment line next to their
name and it is limited to 80 characters.

Step 4: Click _Eu

Step 5: Click Save. This will automatically bring up the Routing Screen.

Step 6: Click the | RouteTO | }tton and it will show a list of people you can route the action to.

The OGtions are listed 5 at a ime. If you don’t see the person you need to route the action to click
, and it will show all available options.

Step 7: Click the box next to the Name of the person you wish to route to.

oK

Step 8: Wait for the screen to refresh then click
and you can now Sign Out of Capital HR.

. At this point your action has been sent

To return to your worklist and review more actions, click Worklist at the top of your screen in the
blue menu bar.

May 2007 1t Authorizer Guidance 3 - 5
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Returning a PAR Action

Actual Eftoctive Duste: : Propbsed Efective Date:  D5UBA2007 EE
Tl‘msmmﬁfswmm:m ; Hot To Exeoad fate: L,,W_V_,,W__é
“Reton ET}@Q Prometion Par Sialus: *Zl Approved [ Signed
‘Roason Cade: E@& Framation Lortace Erpilt: . Mg
womGows | R
 aumorayin: 1R vescr i | ; mesagppanz | i
 amtiornyizk 1 KX Deser g2k | 0 Deser@iPanz |

{ Panigrs2

" PAR Reguesi®:
H -~ Prind 550 |

Step 1: Review the action

Step 2: Type RET’ in the Par Status data field.

Step 3: Click Tracking Data and complete the Comments box. This is required to ensure the
Requestor knows why the PAR action is being returned. Comments are limited to 80 characters.

Step 4: Click __ok |

- Step 5: Click Save.

Note: When you Deny an action you need to notify the Requestot via the

To return to your worklist and review more actions, click Worklist at the top of your screen in the
blue menu bar.

May 2007 1st Authonzer Guidance 3 - 6
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Accessing Actions

You will receive an e-mail once an action is teady for your review. As a workflow user you have two
options in how to reach actions for review.

Option 1
You can click on the hypetlink in the e-mail you receive and log into Capital HR. You will need
your login ID and password.

Subject: Approval is Requested for Job Opening (47570) SECRETARY
A Job Opening has been entered which requires your attention.

Job Opening 11>: 47570

Posting Title: SECRETARY

To view this job {)pg ning, visit:

OPENING GBL3Act10n U&HRS JOB OPENING ID=47570

Note: The display above is fot the training database and is only an example of what an e-mail will
lock like for recruut actions

Option 2
Accessing the action via your worklist, you will need your login 1D and password.

After logging
into Capital
HR, click on
Wortklist:

You will see the actions in your Worklist: Click on the Link of the action to be reviewed, the system
will bring you into the action to review it.

RecnutActwns wﬂl look ’hke th.lsr_m ) ouerorkhstm -

WARY F ALDEN

b Manonaked ] Hoassian f;}

DADTZ007 Auproval Rauting Appioval Workiow

Note: You will be able to modify these fields in a recruit action
*  Position Number
*  Job Code
* Remarks
*  Comments (Authonization Comments)

PAR actions wﬂl look like this in your Workhst (the link will mclude the name of the employee)

DR 2007 HR Workdist HR Raviewst

May 2007 2 Authorizer Guidance 4 - 1
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29 Authorizing a Recruit Action (Requisition)

Step 1: Review the action

Step 2: Enter any additional comments m the Remarks section. Be sure that you review the
Remarks. You will need to use the scroll bar to be able to read all of the required remarks.

1. Title, Series and Grede{s): Entered position
Rﬂmarks: number

Step 3: Click on Approvals

Step 4: Click on - Apprave.

' Once you approve the action your window will look like this and show the cutrent status of the
recruit action.

Recrulting Workflow

Approneedl o

sysaem " mwr 5:039”
Rsuuesbsr (LANGLAJA} 53 3ppmvsr ¢ slep number 1, path Gupenﬂsur Ratmmar stage 1 which hés
: €] a3

Note: When you Approve an action an e-mail will automatically be sent to the next petson to
approve the action.

To return to your worklist and review more actions, click Worklist at the top of yout scteen in the
blue menu bar.

May 2007 2nd Authorizer Guidance ¢ - 2
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Denying a Recruit Action (Requisition)

Step 1: Review the action

Ste

p 2: Click on Approvals

Step 3: Complete the Comments box. This is required to ensure the Requestor knows why the
recruit action is being returned.

Step 4: Click on

and the acﬁon status should display as such:

Recruiting Workflow

fihds not avai!akla, plsass vraltunm Ath QTR FY0dtpresubmit

Note: When you Deny an action the Requestor receives an e-mail letting them know that it’s been
denied.

To return to your worklist and review more actions, click Worklist at the top of yout screen in the
blue menu bar.

May 2007 2nd Authorizer Guidance 4 - 3
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27d Authorizing a PAR Action

Dataontrol Y\ EE

Actw Effective Date: 1570672007 :ix Propused Effective Date:  D505/2007 ;
Ti‘mmmlﬁiwmce:m m Hot Te Exceed Dater
Aetion: FROI® Promation par biapss:
‘Roason Cods: FROIX. promotion Comact Evplic: et ?
H
Homtode: 110 noa g % e
sumorkyt1E 1 1 peserany: | ¢ DescrinPate [ i
natmorky 2k 1. 1% Deserek | D opesc@bonz |

PARRequestr [ PAMSFS? ErosgseManir BARRemarkg Award Data
] Pt GFA0

Step 1: Review the action

Step 2: Type 2™ in the Par Status field

Step 3: If you have comments to add or want to review the routing history click Tracking Data
Note: The Tracking Data page logs who has approved the action and when it was approved.

You can enter comments on this page. Each user will receive a comment line next to theit
name and it 1s limited to 80 characters.

Step 4: Click o |

Step 5: Click Save. This will automatically bring up the Routing Screen.

Step 6: Click the . Route T8 § button and it will show a list of people you can route the action to.
The options ate listed 5 at a time. If you don’t see the person you need to route the action to click

BB, and it will show all available options.

Step 7: Click the box next to the Name of the person you wish to route to.

Step 8: Wait for the scteen to refresh then click ‘
and you can now Sign Out of Caprtal HR.

. At this point your action has been sent

To return to your wotklist and review more actions, click Worklist at the top of your screen in the
blue menu bar.

May 2007 20d Anthornzer Guidance 4 - 5
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Returning a PAR Action

Oatiz Corﬂml D

Actal Elfactive Date: Propose:d Effective Date: 050672007
Tl'maction#:‘&eqmﬁce:m m Hot Te Bxcond Date: SEOR—

‘Aetions PRSI mromotion Par Satus: 500 asproveassigned

*‘Rugson Code: PROIX promotion Cotkact Enplit
" woacodss |.Q
~aomoyite 1% paseren: | bovesarnpmz G
Camvoeize TR pesorze [ esspwez{

Step 1: Review the action
Step 2: Type ‘RET’ in the Par Status data field.

Step 3: Click Tracking Data and complete the Comments box. This is requited to ensure the
Requestor knows why the PAR action is being tetutned. Comments are limited to 80 characters.

Step 4: Click.

Step 5: Click Save.

T —

Note: When you Deny an action you need to notify the Requestor via the L] oty | feature.

To return to your worklist and review more actions, click Worklist at the top of your screen in the
blue menu bat.
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Accessing Actions

You will receive an e-mail once an action is teady for your review. As a workflow user you have two
options in how to reach actions for review.

Option 1
You can click on the hypetlink in the e-mail you receive and log into Capital HR. You will need
your login ID and password.

Subject: Approval is Requested for Job Opening (47570) SECRETARY

A Job Opening has been entered which requires your attention.

Job Opening 11> 47570

Posting Title: SECRETARY

To view this Job Opening, visit:
https://boa.cit.nih.gov/psp/chrprd89/EMPLOYEE/HRMS/c/HRS HRPM.HRS JOB
OPENING.GBL2Action=U&HRS JOB OPENING ID=47570

Note: The display above is for the training database and is only an example of what an e-mail will
look like for recruit actions.

Option 2
Accessing the action via your wotklist, you will need your login ID and password.

After logging
mto Capital
HR, click on
Worklist:

You will see the actions in yout Wotklist: Click on the Link of the action to be reviewed, the system
will bring you into the action to review it.

Recruit Actions will look like this in your Worklist:
Markdist

WARYEALDEN 050772007 Approval Fouting -Apptoval Workigw:

Marcamied || Ressoign |

Note: You will be able to modify these fields in a recruit action
*  Position Number
*  Job Code
*  Remarks

*  Comments (Authorization Comments)

Date From VWork eum Worked By Acthvity
OBGHOGT HR Workist  HR Reviewsr I
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Approving a Recruit Action (Requisition)

Step 1: Review the action

Step 2: Enter any addittonal comments in the Remarks section. Be sure that you review the
Remarks. You will need to use the scroll bar to be able to read all of the required remarks.

1. Title, Series and Grade(s): Entered position
Remarks: number

Step 3: Click on Approvals

Step 4: Click on _-—m-]

Once you approve the action your window will look like this and show the current status of the
recrult action.

: Rcrug '

i

Note: When you Approve an action an e-mail will automatically be sent to the Requestor notifying
them that the recruit has been approved.

To retutn to your wotklist and review more actions, click Worklist at the top of your screen in the
blue menu bar.

May 2007 Approver Guidance 5 -2
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Denying a Recruit Action (Requisition)

Step I: Review the action

Step 2: Click on Approvals

Step 3: Complete the Comments box. This is required to ensure the Requestor knows why the
recruit action is being returned. :

Step 4: Click on ___D_E._ny__’ and the action status should display as such:

Recruiting Workflow

Note: When you Deny an action the Requestot receives an e-mail letting them know that it’s been
dented.

To return to your worklist and review mote actions, click Worklist at the top of your screen in the
blue menu bar.
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Approving a PAR Action

i Propesed Effective Dste: 05082007 xE
Mot ToBxcesdbme: L}
* Retion: [FRSIQL Promation Par status: - Roproved i Signed
" *Rpasen Codé: [EBO?Q Prometion Comact Ervplkt Brcsmamsmimusons 2
© HOACode: moaea[ 0
- mmoryet: | iR Descrin | | Descrinpatz |
" ammorryize Q. peserez [ - el DesTI @ PO Z | .
;7,;},{&]:,5“3‘“} Process Monifor EAR Remarks  Award Dala rance Pay ‘
AR B 40 ] ‘

Step 1: Review the action

Step 2: Type ‘SIG in the Par Status field

Step 3: If you have comments to add or want to review the routing history click Tracking Data
Note: The Tracking Data page logs who has approved the action and when it was approved.

You can enter comments on this page. Each user will receive a comment hine next to their
name and it is limited to 80 characters.

Step 4: Click ok |

Step 5: Click Save. This automatically routes the acton to HR for processing.

To return to your worklist and review more actions, click Worklist at the top of your screen in the
blue menu bar.
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Returning a PAR Action

Data Contied 1P

=T
Proposedt Effective Dale  0508/2007 T :
Mot To Excend Dater S
“acton: [FROI prometon Par Status: 1 Aporovad s signes
 "Reason Code: [FROIA Prometion Comtact Enplit R - :
C noncoms | IR vonea] 1% :
nnomyit: % vemceqtz [ ! pesarinpanz | ;
matorkyi2e | I pesere | peser@panz | i
PAR Retptest Print F-62 Process Manitor PARRemaks Award Data

Eriat 8F-50

Step 1: Review the action

Step 2: Your options to select from and enter into the Par Status data field are:
DIS (Disapproved)
RET (Returned)
WTH (Withdrawn)

Step 3: Click Tracking Data and complete the Comments box. This is required to ensure the
Requestor knows why the PAR action is being returned. Comments are limited to 80 characters.

Step 4: Click _ ok |

Step 5: Click Save.

: . o (Einatity |
Note: When you Deny an action you need to notify the Requestor via the . feature.

To tetum to your worklist and review more actions, click Worklist at the top of your sctreen in the
blue menu bar.
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Finding Job Openings (Requisitions

Step 1: Navigate to the Supervisor Request Page

Path to find an existing recruit action:
Recruiting > Find Job Openings

Step 2: Search Criteria

There are several ways to look up a recruit action that has been entered into Capital HR.

[“Seaxch || Reset |

Job Opening 1
Staus:

Wost Recent Activity:
Job Opening Fype:
Display Jobs:
Orighvator:

Business Unie
Position £2

Titta:

{gearch |1 Resel |

Job Opening ID: Enter the Recruit # if known, otherwise use the search tools available
below. You may also get this number from the Requestor/originator of the action.

Status: Options are Canceled, Closed, Denied, Draft, Hold, Open, and Peading

Note: Actions that haven’t completed the approval process have a Pending Status. Once an
action has completed the approval process it’s in an Open Status.

Note: The system defaults this field to “Open’. You may select a different option or change
it to “blank”. If you change the drop down box “blank” then your results will show actions
in all the listed “statuses” and you will see more actions.

Most Recent Activity: Options are Active within Last 2 Weeks, Active within Last 3 Days,
Active within Last Month, Active within Last Week, Active within Last Year, Active within
Today, Active within View All, and Active within Yesterday

Job Opening Type: Standard Requisition

Display Jobs: Options ate All Jobs, Job Assigned to me, Job Associated to me, and Job
Created by me

May 2007 Finding Job Openings 6 - 1
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Originator: You can use the L feature to identify a particular individual that would have
created the action.

Business Unit: Indian Health Service = IHSDQ

Position #: You can use the X feature to identify the specific Position Number that you’re
looking for.

Title: You can search for actions using the title of a positon.
Note: The Reset button clears all data fields on this page.

Once you've entered your search criteria click on Search to view actions that meet your
ctiteria.

To scroll through mote than one action, select the Next Job Opening hyperlink at the
bottom of the screen.

g Ecmalaien  Frevious Job Opening (R
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Using the Notify/E-Mail Feature for PAR Actions

On the PAR Data Control page you have an opportunity to Notify person(s) that an action has been
initiated and is ready for approval or 1s finished.

Step 1: Navigating to the Notify Feature

Path to use the Notify Feature:
Wortkforce Administration > Job Information > Supervisor Request USF

Step 2: Find the Employee
Enter the Search Criteria for the employee that you want to take action on. This could be

EmplID, Last Name, First Name (with no space between the comma and the First Name),
etc.

Click Search
Step 3: Using the Notify Feature

1] Natity
(=] Watity button located at the bottom of the screen

Click the

You need to complete the following fields on the notification page:
e Priority: Select High, Medium or Low

e Subject: Enter the subject of your notification

¢ Message: Enter information about your notification

Send Notification

Tepe names of amall addraszes in the To, CC, or BCC Holds, using 3 Somi-COIDN 35 2 SRPAr&tor.
Cliek LOOKUP RECIPIENT to searct for ¢ pame. Cck DELMERY OPTIONS 1o view or chenge the method of the send.

Hotflcation f1etails Conlem Reciplent Delvery Qolions

Ya: I @ S8Ng3 are covered under ie Privaty Ad and
snpuld 1ot 5o sertyis nos-securs emall.

e i Bince cur email systerm DOES NOT entrypl
M IMeES0EE, Hthore 18 A need 10 seng

RS § SENswilhin 3 measage, the mesaage

Should b SENE 85 3 pasewonded anciyptad
attsthmantwilh tha pesswosd relayed
sepiralely, A copy of thbs polty Lan e folnd
On the infleanet or 0O 16 e iowing fink,

¥ his.gavl

Priwriy:

T A st A B ST U TS

Feotimoar Nokficasen

Tampiute 09-15. !
Texx

Friorty. %NotifizationPriority

Dats Sent 2607-05-15

[Serd To. %NatificaionToList

ce. %NokficationCCLIst

FHease click on thi Enk e jaw b aceaas s ransaction:
it a3 cit nih.gevipspiciprd89_SEMPLOYEEIHRNSA
CHINISTER_WWORKFURCE, (USFLEE, SUP_REQUIF?

Page=OVT_JOBDSEMPLID=00D273226EMPL_RCD=08ACM0 Sy
=t

Massags Ted
m“m e e

Click QK 1o sand this notfcalion and st mis page. Click Gancel to ex i page winou! Senting a nosfication.
Click £pply ko send this neliflcation and remain on this page.

ot 5

| amani )}y ]
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Step 4: Selecting Recipients

Click on the Loakup Recipient i)

In the Name field enter the last name of the person that you want to notify. If the person that you
want to notify isn’t in the first 5 names listed click on View All.

Click Search

Io cc bce  Recmlem " Eanok Addess User [

Click in the To box to the left of the name of the person that you want to notify.

Click Add to Recipient List. It will populate the Recipient List.

Note: If you want to add names to cc and bee you can follow the same steps
starting with putting the recipient’s last name in the Name field.

Click OK when you are finished adding your recipients.
Step 5: Sending your Notification

You have been retumed to the Notification page. Verify that the information is complete and that
there 1sn’t any sensitive information in the notification.

Click OK to send your notification.
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Automatic Actions

Automatic Actions should be reviewed each pay period.

Step 1: Navigational to the Automatic Actions Page

Navigational Path:
Home > Workforce Administration > Collective Processes > Within Grade Incr Notice
USF

Step 2: Searching for Actions

You can search by Action Date, Automatic Action Type, Department, Empl Red Nbr,
Emplld, and Name.

We suggest searching by EmplID due to the fact that all of the repotts to position numbers
have not been updated. Searching by EmplID will allow you to see particular automatic
actions for each individual you choose.

Note: If the employee you review does not have an automatic action pending, for
the type of action you chose, “No matching values were found” will appear below
the Search button.

The different types of automatic actions that you can search for are:

Cateer Cond. TC Exceptions SES Probation Termination
Career Cond. Tenure Conversion Standard Probation Termination
Career TC Excepton Super. Probation Termination
Cateer Tenure Convetsion WGI Postponed or Denied
Manual WGI WGI W /O Min. Performance
Retro-Active WGI Within Grade Increase

There are 4 different types of WGI automatic actions, and their explanations are as follows

1.
2.

3.

4.

Within Grade Inctease — These employees will receive an automatic WGI within 60 days.
Manual WGI — You need to process these employees” WGIs manually. For example,
employees with intermittent or seasonal wotk schedules require manual WGI processing,
Retroactive WGI — These employees have a WGI Status of Wazting, but were due 2 WGI
in a previous pay period.

WGI W/O Min. Performance — These employees have an Overall Review Rating below
Satisfactory or don’t have a review within the last fifteen months.

If a WGI is being denied by a supervisor; the supervisor would enter a PAR to Deny the
WGI. The action code is DTA, the reason code is PRA, and the NOA code is 838

If the supervisor approves the WGI, and the employee received a Fully Successful rating on their
PMAP, the WGI will be processed automatically without the supervisor taking any action.

May 2007
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Printing With a Push Button

The following steps will show you how to print a Notification of Personnel Action, SF-50 or
Request for Personnel Action, SF-52 using the push buttons on the Data Control page of the
employee’s record.

An SF-52 should be printed after the PAR has completed the approval process. An action isn’t
official until after it’s been processed by Human Resources. You have the option to print the SF-52
but this is typically done by Human Resources so they can process the acton.

An SF-50 should be printed after Human Resources have processed the action. This is the official
notification that the action has been processed. This is the document that you will print the majority
of the time for your tecords.

Step 1: Navigate to the Supervisor Request Page

Path to print an SF-50 or SF-52:
Workforce Administration > Job Information > Supetvisor Request USF

Step 2: Find the Employees Record
Enter the Search Criteria for the employee that you want to print the action on. This could
be EmplID, Last Name, First Name (with no space between the comma and the First
Name), etc.
Click the box to Include History and then click Search

Step 3: Printing the Action

Locate the action that you want to print. If the action isn’t the top row (the first action that
you see when you get into the employee’s record) click on View All to locate it.

Click the Pint SF-50 or the L PrintgF-52. I button, select document you want to print.
On the Print Parameters page click OK

Note: When you print an SF-52 you will get a message that says, “SF52 now posting to the
Report Manager. (0,0)”. When you get this message click OK.

Step 4: The Process Monitor

On the Data Control page of the employees record click Process Monior

Click the Refresh button until the Run Status says Success. You may need to do this
several times until the run status shows Success.
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R Tape:
7 Naine!

Chsiritndion |
Status "~

server: |

1 Save On Refresh

Selodt stante Seq. Process Tvpe
B 833408 BOR Report

B o930 SGR Repont
£ 533408 | SOR Report

FOBF5052 RIGGSNA 0511 172007 45759PMEDT  Cueusd A
FGEFS042 RIGGENA 051172007 457 40PM EDT Indtiated NiA
FOEF5052 RIGGSNA 061 172007 4:56:63PMEDT . .5

Once the Run status says Success click the Qetails 1 ink.

Step 5: Printing the Action
On the Process Detail page click the YIBWLOQTIEtE }ynerlink.

When the View Log/Trace page opens click the .PDF link.

View LogiTrace

ReportiD: 849 Process Instance: 933326 Messade Log
Matna: FGSF5052 Process Type: SOR Report
Py St Suckess
Request for Parsonnel Action
& e
Distribagion Noda:  boa_reports Expiration Dater |35 143007 |

1838 05A42007 6:30038.000000PM EOT
4383 05/04/2007 5:30:38 000000PM EDT
: _D5/4/2007 8:30:38.000000PM EDT

The SF50 or SF52 will open in an Adobe Acrobat document. Click the
toolbar to print the SF50 or SF52.

Step 6: Returning to the Employee’s Record

Once the action is printed you can

May 2007

out of the Adobe Acrobat window that’s open.
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In Capital HR click the

 Refurn

button.

cancel_

button. In the next window click the

Click on Go.backto Supervisar RequestUSE 1, rerr to the Supervisor Request USF search

page.

May 2007
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Queries

There are many uses for running Queties. They can be used to track data, find the status of actions,

and for organizational planning. You can view the many queries available by following the steps
outlined below.

Step 1: Navigate to the Query Manager

Path to run a query:
Reporting > Query > Query Manager

Step 2: Search for Query to Run

Type in ‘HE’ and click on Seatch. If you know what the name of the query you'd like to
run type it in the box rather than HE.

Note: Capital HR provides access to “Public Queries™ as a form of reporting. All queties
specifically made for HHS begin with HE.

Quety Manager
Enter any irforralion you hava and click Bearch, Leave fields blank for  list of alf valugs.
Find an Existing Ouary | Cregte New Query

*Search By: |Query Rems

i begins with

"Foler Views | All Folders

[ checkAli | | Uncheck Al ]

I HEoOM R 'Pl_ﬁsﬂﬂawel Public
Lem manes

You can click on View 100 to search through 100 queries at a time rather than 30.

Once you locate the Quety you want to run click on Excel and it will generate the query
results in an Excel document for you to review.

Step 3: Running the Query

Enter parameters to apply to your query: Common parameters data requirements include:
Business ID: THSC0

Deptld: Enter the appropriate Admin or SAC code (enter % fot all within your row
security)

Once you've entered the parameter data click . viewResulls |
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Step 4: Saving Your Query

At this prompt you can save the Query to your documents for further review and filtering.

Step 5: Adding a Frequently Used Query to Your Favorites
If this is a Query that you run often you can add it to your favorites.
Select the Quety you’d like to add by clicking the box to the left of the Query
Click ﬁn the ‘Action’ drop down menu

Click on ‘Add to Favorites’

ik

Click on LS8

Search Results

Folder View: |.- All Folders »- &

{ CheckAl 1 | Uncheckai |

Sefoct Guety Naiie

B Heonto HEDO10- tating Runs Public . Egl HTML Excel Scheduls.
Find an Bxdsting Query | Create New Query

Next time you run a query the search page will show your favorite queties.

Note: If you need a query that is not listed contact your HR Specialist and they will submit a request
to the Program Support Center to have a public query created or to have a one-time use query
generated that meets your business needs.
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Appendix A - Finding the Position Number of an Employee

When enteting a requisition for recruitment on an established position, you need to enter the
position number of the previous incumbent. The Position Number is a system generated number

from Capital HR that uniquely identifies a duty location and position. Each employee has a unique
position number.

Note: The Position Number does not equal the Position Description identifier. There are
four methods for locating and identifying the 8 digit position number.

Step 1: Navigate to the Supervisor Request Page

Path to view the Supetvisor Request Page:
Workforce Administration > Job Information > Supervisor Request USF

Step 2: Find the Employees Record

Enter the Seatch Criteria for the employee that you want to take action on. This could be
EmplID, Last Name, First Name (with no space between the comma and the Fitst Name),

etc.
Click Search

Step 3: Locating the Position Number

Click the Job tab in the employee’s record and you can see the position number on the left-hand
side of the screen. This is the position number that the employee most recently encumbered. You
will need to enter this in your recruit request.

RIOOBRATANYA L B EowlRede O

o8 Dt Lt

| Bifective Datez  B1DTI2007 fransacHond Seq 1 1 PARStotws:  Processed by Human :
; Resourtes

Mo Type:  Pay Rata Change NOA Coidee 894 Eirpl Status  Aclive i
¢ pattion: 50y G3- 0201- 11 HUMAN RESOURCES B posrion Msagement Record ;
‘ SPECIALIST © :
ek Coiw O% 0701- 41 HUMAN RESGURCES Posittons Overrida

SPECIALIST

May 2007 Appendix A 12 -1




IHS Manager Job Aids for Capital HR

Alternate Route to Locating Position Number

Step 1: Navigate to the Personal Data Page

Path to view Personal Data:
Workforce Administration > Job Information > Review Job Information > Personal Data
USF

Step 2: Find the Employees Record
Enter the Search Criteria for the employee that you want to take action on. This could be
EmplID, Last Name, First Name (with no space between the comma and the First Name),
etc.
Click Search

Step 3: Locating the Position Number

Click on Job Datal tab

The Job Code and Position information are located on this tab to the left side of the page.

RIGGE,NATANYA) ™ EmplD toctivo bote: 0110272007
3635, 68 02017 (1-  HUMAN RESOURCES BereSFEHE Date
: SPECIALIET
a“"w . ’Wﬁ' Br;;epnw Type of Appoitiaetd: Caragr {Competilive Sve Parm)
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Using the SF-50 to Locate the Position Number

You can locate the Capital HR Job Code and Position Number on the employee’s Notification of
Petsonnel Action, SF-50.

In Block 15 the Capital HR Job Code 15 shown as “PID”” and the Capital HR Positton Number is
shown as “Positdon.”

: 03 2 - =

ndividnal Cash
TT ot ] P2 Lol Abtviy ¥ Cols 5. Laget Aaorany
4% Cuds | 97, Lagst smiarivy #E Cade S Lagn Aushesisy

T R Paviticn T3tk 58 Namine T RG, il g

SN AR TR OURCET SPECALIST ONED % i OURCEs PECIALLR
D 600003 EARR TSV & e “
s.?agm !%? =3 131?‘ “:ﬁis%m 335 “g;ﬁ;a?"m 13%&'&5 ’GG.%\% 6%‘5’]_& !&Qf?ﬁ P AT T

IS | HTER| TWIHE| BT | ™ W00 | IR

13 mﬂmm&xw %ﬁwnsmmw
:gmm ge Hm&a Rasotrces Cunters
Resources enwr Baltmom Humen Pesonrces Center. Baltimore
Strategic Programs Dh Strategic Programs Divisios
WOODLAWKNMD TS WOODLAWN MD US4
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ﬁz‘w
Viewing the Position History

Step 1: Navigate to the Position History Page

iy

PPt

Path to Position Histoty page:
Organizational Development > Review Position/Budget Info > Position History

Step 2: Searching for the Position
There are several ways to find a position in Position History.

Position Number: Enter the Position Number

Description: Enter the title of the position

Position Status: Approved, Frozen, Proposed

Business Unit: IHS00

Department: Admin Code or SAC

Job Code: Enter the Job Code

Reports To Position Number: Enter the Position Number of the Supervisor
Salaty Grade: Enter a value between 01 and 15

Headcount Status: Select Filled, Open, Overallocated, or Partially Filled

Note: If there is only one position associated with the Job Code the search results will take
you directly to the Position information.

If there are multiple positions within a Job Code the search results screen will appear similar
to the screen below. Each position number associated with the Job Code will be listed. Click
on the first hyperlink under the Positton Number column.

Paosiien History
Enier any infomeation yao hizve and tBeic SRarch. Lenva Saids blank for a st of ol vaiues.

[ Findon Existing Valoe ),

Paosition Hunive: Foagins win :
Bescription: {Exaing wan I fruiman Bes iecws Spec
Pusiion S =
Bushiesa bk

Sub Lode

Sabny O3 e
Headcoant Statws:
T2 Cave Sanchice

Click on “Current Incumbents.” You can do this for each hyperlink on the Search Results
screen until you find the position you are looking for.
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Appendix B - Action and Reason Codes

Use the table below to determine the correct action code and reason code for the PAR action. The
3-character action code 1s the code entered in the Action Code field of the Data Control page.

The next column provides a description of that abbreviated action code.

There may be a number of reason codes associated with one action code. The table also lists the 3-
character reason code, which will be entered in the Reason Code field of the Data Control page.
The final column provides a description of the reason codes. It is critical for the manager to
select the cortect reason code to ensure HR processes the cotrect action.

Action Code Action Description Reason Code Reason Description
ADD CON Consultant
EBM Elected Board Member
REP Replacement of an
Employee
SEA Seasonal Activity
ADL Concurrent Appt ADL Additional Job
ASC Int’l Assignment ASC Assignment Completion
Completed
ASG International Assignment | FEX Foteign Expatriate
Assignment
FIN Foreign Inpatriate
Assignment
FLA Foteign Loan Assignment
NAT Third Country National
AWD Award - Monetary ESR SES Rank Award
IND Individual Cash
GRP Group Cash
SII Individual
Suggestion/Inventio
SIG Group
Suggestion/Invention
FOR Foreign Language Award
TSI Travel Savings Incentive
ESP SES Performance Award
AWD Cash Award
REF Referral Bonus
GSA Gainsharing Award
SUG Suggestion Award
INV Inventon Award
SAS Special Act or Service
AWH Time Off Awards TOI Individual Time Off
TOG Group Time Off
BON Bonus REC Recruittment Bonus
REL Relocation Bouns
SEP Separation Bonus
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COM BMC Board Member Term
Completed
DEA Death
DIS Disability
EOA End of Assignment
INV Involuntary
RED Staff Reduction
RET Retirement
UNS Unsausfactory
Performance
VOL Voluntary
DEM Change to a lower grade | USP Unsatisfactory
Performance
DEM Change to a Lower Grade
DET Detail CRN Career Enhancement
DET Detail
EXT Extension of Detail
EDT End of Detail
DTA Data Change CDP Correction-Department
CJC Cortection-Job Code
CPR Correction-Pay Rate
RED Redesignation
STC Status Change
UKT UK Tax Code Change
PRA Payroll Related Action
DTA Data Change
WTW Welfare toWork
CON Continuance Not to
Exceed
ERR Exception to RIF —
Release
NCF Name Change From
CW/S Change in Work Schedule
CHR Change 1n Houts
CDS Change in Duty Station
CDE Change in Data Element
CTG Change in Tenure Group
CSC Change in Service
Computation
CVP Change in Veteran’s
Preference
EXT Extension of NTE date EXT Extension of NTE Date
PRN Promotion NTE
LWN Extension of LWOP
NTE
DTN Extension of Detail NTE
TAN Term Appointment NTE

May 2007
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APN Appointment NTE
SAN SES Appointment NTE
PCN Extension of Position
Change NTE
FLN Extension of Furlough
FSC Family/Benefits change DEA Death
DEP Married Dependents
DIV Divorce
MED Medicare Entilement
FBC Family/Benefit Change
HIR Hire HAF Hired from Affiliate
LNP Loan from Parent
Company
NPS New Position
TMP Temporary Assignment
TRN Trainee
XFR Transfer
HIR Hire :
CTE Converston to EHRP
INC Incentive REC Recruitment Bonus
REL Relocation Bonus
RET Retenton Bonus
JED SSF Split Shift
TMP Temporary Assignment
JRC Job Reclasstfication RC Job Reclassification
LOA Leave without pay EDU Education
FML Family and Medical Leave |
Act
HEA Health Reasons
MAT Maternity/Paternity
MIL - Military Service
PTD Partial/Total Disability
USH Unpaid Statutory Holiday
LOA Leave Without Pay
LOF Furlough RED Staff Reduction
' SEA Seasonal Closure
SL.O Strike /Lock-out
TMP Temporary Closure
LOF Furlough
RTD Return ro Duty
LTD Long term disability with | LTD Long Term Disability
pay With Pay
LTO Long term disability LTO Long Term Disability
PAY Pay Rate Change AD] Adjustment
ATB Across-The-Board
CNV Currency Conversion
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COL Cost-of Living
Adjustment
MER Merit
OTH Other
PRO Promotion
REC Job Reclassification
SEN Seniority Pay
SPG Step Progression
XFR Transfer
PAY Pay Rate Change
PLA Leave without pay LTD Long-Term Disability
) MAT Maternity/Paternity
MIL Military Service
STD Short-Term Disability
POS Position Change INA Position Inactivated
JRC Job Re-Classification
NEW New Position
REO Re-
Otganization/Restructure
STA Position Status Change
TTL  Title Change
UPD Position Data Update
XTFR Transfer
POS Position Change
PRB Probation PRB On Probation
PRC Probation Completed PRC Probation Completed
PRO Promotion NCP Normal Career
Progression
OPR | Qutstanding Petformance
PRO Promotion
PRIN Promoton NTE
REC Return from suspension REC Recall from
ot furlough Suspension/Layoff
REH Rehire REH Rehire
RET Retirement CRE Compulsory Retirement
ERT Early Retirement
RAT Retired from Affiliate
RMT Normal Retitement
VRE Voluntary Retirement
RET Retirement
RFD Return from disabdity RFD Return From Disability
LWP)
RFL Return from LWOP AFC Assignment Fully
Completed
RFL Return From Leave
RNW Replacement of an REP Replacement of an
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Employee Employee
SEA Seasonal Activity
RWP Retirement With Pay R\VP Retirement With Pay
STD Short term disability with | STD Short Term Disability
pay With Pay
STO Short term disability STO Short Term Disability
SUS Suspension DAC Disciplinary Action
DSB Disotrderly Behavior
ILA Illegal Action
SUS Suspension
RTD Return to Duty
TER Termination ATC Agreed Term. of Apprent
of CDD
ATT Attendance
CDE Closing Down of
Establishment
CHI Child/House Care
CON Misconduct
DEA Death
DIS Dishonesty
DSC Discharge
EAB Employer's Anticipated
Breach
EAC End of Apprenticeship
Contract
EES Dissatisfied w/Fellow
Employee
EFT End of Fixed-Term
Contract
ELI Elimination of Position
EOD End of Demand
EPP Employet's End
Probation Time
ERT Early Retirement
FAM Family Reasons
GMI Gross Misconduct
HEA Health Reasons
HRS Dissatisfied with Hours
ILL Ilness in Family
INS Insubordination
JOB Job Abandonment
LOC Dissatisfied with
Locaton
LTC Legal Termination of
Contract
LVE Failure to Return from
Leave
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MAR Mazriage

MIS Misstatement on
Application

MUT Mutual Consent

O1P Resignation-Other
Position

PAB Payee's Anticipated
Breach

PAY Dissatisfied with Pay

PCD Premises Closed

PER Petsonal Reasons

POL Dissadsfied w/Comp.
Policies

PPO Pension Payee Off

PPP Payee's End Probation
Time

PRM Dissatisfied
w/Promotion Opps

PTD Partial/ Total Disability

RAT Retited from Affiliate

RED Staff Reduction

REF Refused Transfer

REL Relocaton

RES Resignation

RET Return to School

RIS Release

RWU Receivership or Wind-Up

SUP Dissatisfied with
Supervision

TAF Transfer to Affiliate

TAR Tardiness

TMP End Temporary
Employment

TRA Transportation Problems

TYP Dissatisfied w/Type of
Work

UFC Unforeseen
Circumstances

UNS Unsatisfactory
Petformance

VIO Violation of Rules

vSsp Voluntary Separation
Program

WOR Dissatisfied w/Work
Conditions

REM Removal

TER Termination
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CFE Conversion from EHRP
TWB Terminated with benefits | TWB Terminated With Benefits
WP Termination with pay TP Termination With Pay
XFR Reassignment/conversion | EER Employee Request

INT Internal Recruitment

MRR Manager Request

PRO Promotion

ROR Reorganization

TAF Transfer to Affiliate

CVR Conversion

XFR Realignment
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Glossary

* Admin Code
Description

Comment » Literal message AO's and HRS can use to for notes regarding this

action.

Date Opened Will default to today’s date .

Department ID The Department ID is used to identify orgamzational components
within HHS. The Department ID is what was formally known as the
HHS Admin Code.

Employee Being * Name of the person who previously occupied the posiﬁon. (Reguired

or THS ; @lz'cab/e

o

‘Relaced
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Excepted Service This is the Indian Health Service (IHS) Excepted Service Examining

Examining Plan Plan for employment under Schedule A authority 213.3116(b) (8).
This plan states excepted service policy and procedures to be followed
within the IHS for employment under Schedule A authority
213.3116(b) (8) of persons enttled to Indian preference. The plan
supplements Code of Federal Regulations (CFR), Part 5, Section 302,

Department of Health and Human Setvices (HHS) Personnel
Instruction 302-1, and Part 7, Chapter 2, “Merit Promotion Plan
MPP),” Indian Health Manual (IHM). Excepted Service Examining
Plan for Indian Health Service

Financial Disclosure  Is financial disclosure required as an employment condition?

Proposed

Interdisciplinary Indicates that the announcement has two or more occupational series.

Job Code # Six-character (alphanumeric) field that identifies 11 attributes

describing a particular job

Job Opening Type Defaults to Standard Requisition as per HHS customization.

MPP (Merit This plan establishes policies and procedures to be followed when

Promotion Plan) filling positions in the Indian Health Service (THS). The plan
implements the merit promotion policies and procedural requirements
issued by the Office of Personnel Management (OPM) in 5 of Federal
Regulations (CFR) 335 and in the Department of Health and Human
Services (HHS) Instruction 335-6, provisions governing the filling
IHS positions contained in Part 7,“Chapter 3, Indian Preference,”
Indian Health Manual (THM), or related policies issued in the future.
This plan must be used in conjunction with Part 7,“Chapter 1,
Excepted Service Examining Plan,” THM. Merit Promotion Plan for
Indian Health Service
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Additional condition(s) not previously specified that are required for
_the position.

" Proposed position title of the position, with position tile being the
proposed official classification position title, which 1s used in the
position description.

Recruit Appx(;e  Usedin the Captai HR tecruitment module; is the final authorizer in
management workflow. Once a recruit action is approved then the
action flows to EWITS (Electronic Wotkflow Information Tracking
System).

Remarks Data field in the recruitment module where management entess data
| pertinent to the position that is more inclusive than what the data
fields the software delivers. Requestors Guidance lists the required
information.

% s 3 e
Requisition # Numetic tracking number for the recruit action, as generated by
Capital HR. Sometimes referred to as Job Opening 1D

«

ame of Selec Official.

i+ 8

s

Seletin 0 Ofﬁ

e Al e

n  This is official notification that Human Resources has processed the
of Personnel Action  requested personnel actton.
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Indicates the number of positions or vacancies that this recruit action
will cover. If more than one position ate going to be filled at the
same title, series and grade(s), please indicate exact number in the
Remarks section of recruit module.

Work-in-Progress In Capital HR, when ready to complete processing of 2 PAR action,
Status the user updates the Work-In-Progress Status ficld and saves the
record. Changing the WIP status routes the action through the
workflow for further processing. WIP statuses include:
INI (Initiated)
REQ (Requested)
1" (1" Authorized)
2* (2" Authotized)
SIG (Approved/Signed)
REV (Reviewed by Human Resources)
- PRO (Processed by Human Resources)
RET (Returned for More Information)
DIS (Disapproved)
COR (Cotrected)
CAN (Cancelled)
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